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1. *pnyAddnSs FOR RECORDS WNAGEMENT LSE 
Application Number 

8 2  -s3 Department of Education 
Office of Planning and Development 
Associate State Superintendent -veb mm + p i w d  
Atlanta, Georgia 30334 m - 0 9 9 8 2  ,.MAY 6 1982 

4. Dater af Series 
E?.l*P LSrert 

Jan. 1976 present 

I .  

7. Recod SNi  Desuiption 

Documents relating to: 

This fik wntains tte following documents (inJude form numbwrnd MeS, ifmy): 
Attach samples of the file. 

administering the Office of Planning and Development. 

memranda to local system superintendents pertaining to new, 
revised and proposed policies and-procedures related to the 
above areas. 

5. R e d s  S.ri T i i  (fotlowsdby tide us& m office; if different) 
Associate Superintendent of Planning and Development’s 
Local System %norandurn Fi les  

File i s  arranged: I chronologically by calendar par. 

8. Monthly Referenin Rate How often are records referred to which re: - 
C)ne to six months old ; Seven to twelve manths d d  ; T h i i n  to twenty-four months old 

twenty-five months and older - 7  . 

9. Annual Rap of Accumulation of Runrdr ‘ 



YES NO 

X 

x 

x 
X 

1 
3 
1. I 

10. . in (Place an "x" in the p o w  column) 
a. Is this the o f f i i l  copv of the series? 

b. Does the series mntsin confidmtisl inforrmtion requiring PcMity handling? If yes, ~ite law or regulation. 

c. Irthiiavinlrecord? 
d. Docs this series have historical or long term research value? 
e. When one or two documents in the f i le nuke it n e m  m keep the entire file for a long period, mutd krc 

ff not. rrhw e is it? 

7 . .  
X I  i. Ir *is series . of idmula  rlv mm&h&, 
x I i . p  ml 

tctantion Requirements The following requires the series to be kept: 

a Sta tebw years. d. Audit period years. 
b. Sutu te  of limitation W S .  e. Administrative need 2 WXS. 
c. Federal law WWS. f. Federal retention instructions years. 

Attach mpy or cxcen of laws or regulations. Explain administrative need. 

2. Approved Dwsit ion Instructions Th is  agency recommends that the file nries be cut off at the end of each: 
B C.len;brYu; 0 Fiscalyear: 0 Other then, 

Ej Hold in the merit filer area month(s) 2 vear(s);then 
C Transfer to local holding area; hold 
i7 Transfer to State Records Cmter; hold 
0 Destroy. 
U Transfer to State Archim for permanent retention. 
0 othw lspecirvl 

yearls); then 
vearls); then 

These instructions apply to a11 pior and futm .carmulatiow of the soria. 

lemmmendations in para- 
raph 12 we approved. 
If disapprod, 8md, km* 
f expiamtim.) 


